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Overview  

This standard operating procedure (SOP) covers issuing replacements for non-delivered 

decals at no charge to the customer.  

Purpose 

This SOP provides step-by-step procedures for Processing Specialists or Title Consultants to 

follow when processing no-charge LSM transactions.  

Policy Statement 

These procedures apply to employees helping customers in the SOK Storefront with 

registration transactions and working in the back-office processing mail-in registration work. 

Compliance 

OAC 670:20-13-10 - Lost, Stolen, or Mutilated Tags and Decals 

 

LO Manual Page 154 – Lost, Stolen, or Mutilated License Plates and Decals 

Systems 

System Function 

OneLink Platform for storing customer information and 

processing Motor Vehicles transactions 

Laserfiche Image storage database where customer-

submitted documents are stored – accessible 

through OneLink 
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Roles 

Role Responsibilities 

MV Processing Specialist Processes registration transactions from the 

MV Processing offices. 

Title Consultant (TC) Handles customer interaction in-store. 

Processes registration transactions live with 

customers.  

MV Supervisor Available to help resolve any issues or 

unusual cases that arise from normal 

processing of transactions 

Central Processing Division (CPD)   Receives, sorts, and scans incoming 

customer mail to forward to OneLink Queues. 

Sends outgoing mail. 
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Procedures 

Process #1: Processing a No-Charge LSM 

Purpose: To process and issue a replacement for a non-delivered decal to a customer at no 

charge.  

Background:  

SOK can process a no-charge lost stolen mutilated decal (LSM) if the customer did not receive 

their decal 21 days after the issue date.  

To do this, SOK must have been the party that processed the renewal - no charge LSM’s 

cannot be processed if a Licensed Operator processed the renewal. Customers must notify 

SOK and ask for a no charge LSM no later than 90 days from the issue date.  

Process Step-by-Step: 

1. From the Ownership Account, select I Want To.  

 

2. Select the Primary LSM / Insurance hyperlink.  
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3. Verify the information on the first screen and click the Renewal Notice option Email or 

Mail. Click Next.  

 

 

 



 
 

6 
 

4. Enter the insurance information and validate. If you do not have it handy, click back into 

the previous renewal to see what was used. To get to the previous renewal:  

• Go to the Ownership Account.  

• Click the Primary Registration hyperlink under the registrations tab.  

• Then click the vehicle information on the activity to get the previous insurance 

information used.  

5. Enter the new decal number.  

6. Click Next.  
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7. Select No on the Miscellaneous Fees section. Click Next.  

 

 

8. Select the box that says Override LSM Fees.  

 

9. Click the Apply Credits / Overrides hyperlink. This will bring the total to $0. Click Next.  
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10. Click Submit.  

 

11. To get transaction receipts, from Ownership Account select the CRM tab and the 

Letters subtab. Click the Quick Print hyperlink.  
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References 

1. Links relevant to No Charge LSM transactions 

a. Form 797-D Affidavit for Replacement License Plate/Decal Annual Boat/Outboard 

Motor Decal 

https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/797-D%20Replacement%20License%20Plate-Decal%20Annual%20Boat-Outboard%20Motor%20Decal.pdf
https://oklahoma.gov/content/dam/service-oklahoma/Documents/mv-forms/license-plate/797-D%20Replacement%20License%20Plate-Decal%20Annual%20Boat-Outboard%20Motor%20Decal.pdf

